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APPLICATION FOR RECORDS DISPOSITION STANDARD ’ : '
f o

INSTRUCTIONS: Prepare in duplicate and forward to'the Records Management Analyst, Management Sy_stems Division
3 Depn , Division, Suludivision & Administering Office Address FOR RECORDS MANAGEMENT DIVISION USE
Planning & Public Affairs ! ' Date Received  Application No. Date Completed
Comunity Relations - . [NOV 30 1978 78B-2Q0 OEC 4 4978
401 West Peachtree Street
2200 Peachtree Summit Building 1. Application - 2. Dept. Application No.
Atlanta, Georgia 30308 . :

[ 4_Person to Contact _ T ] s Working Tite T6. Telophone Number
‘Ms. ‘Helen Miller Secretary L B 586-5077 B

7, Action Requested
a. [M Establish Retention Schedule; record will continue 1o accumulate.

t. [ Dispose of present accumutation; no turther accumulation anticipated.

Attach samples of the file.

Documents relating to: Egtablishing and urplementmg Comunity Relations programs and activities

Inctuded are: Books, booklets and pamphlets related to Community Relations programs and"

File is arranged: Alphamtically by title of publication

activities. Not included are’publications developed and prepared by MARTA.

¢. [0 Amend Apptication No. : - Check One: O Change; [ Supercede: [J Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if different] B
Earliest L atest
| Present '| Community Relations Reference Publications
10. Division and Office Function Wha1 |srthe funcnon of the Dwusuon and the Offlce in which thls record series is created?
[l T

I : e ]
11. Record Series Description This file contains the fouowmq documems !mclude form numbers and titles, if any}j:

12. Monthly Reference Rate How often are recards referred to which are:
One tosixmonthsold _ L3 :Seven to twelve months old 8 . ; Thirteen to twenty-four months old -2 o
twenty-five monthsandolder _(Q _ . ____ _? ' S | Mg & o
13. Annual Rate of Accumulation of Records : _——_— —
Letter-sizedrawers — __ ______; Legal-size drawers —— i Shelves 2 . Other (specity) . L - L
3012 (3/76}




)

s
"N y
&
_\_K_E_S NO | 14. Questionnaire (Place an >g in the prggﬂfgly[n_ﬁ_ o ' _ . i
a. s this the officiat copy of the series? : T
| X - M not, where is it? . ; R N .
h. Does the saries contain coni‘sdentla! mformatmn requmng securllv handling? If yes cite law or fegulau()n ]
Ax o ‘ el
- X c. Is this 3 vital record?
7T i s o el o T e e vt e -
X e Whapy e Iwn dloctnents, i Hhae Lide ke ol necessary 1o heepy the eotne Hile loe 3 !nng; pe el t:t}laltl these clm;umunh‘.ﬂim . -
scheduled separately ? — s
1. Is the information ‘contained in this series ever pubhshed? If yes, andch copv T T T T e
[ 1 | T g 1s the information contained in this saries ever snalyzed and/or recorded in a summatized report? T T
X - If yes, attach copy. . _
"h. 1s there & duplication of this series in your oihce o in another office or agency? T T e
X I ves, where?
| 2{ i lls this séne; {or a major r portion of of ftl regularly m:_c@@g?il——:_—__ T T T T
1 X j. Does the re_ggrcl:e_(ggs_!éylgn a con:gx_:ter printout? o - T T T

15, Retention Haqmremems

The following requires the senes to be kept:

CX Transfer to local holding area; hotd
[ Transfer to State Records Center; hold
Q{Desfroy

3 Ouwner (Specity)

9] Transter to State Archives for parmanent reienhon

- yearis); then

____ vyearls): then

a. Stwate Law . Yyears. d. Audit period e YA,
b. Statute of limitation — . e . yE&TS) e. ‘Administrative nead __lQ_yeam years.
c. Federal law — e .. yeOTS. f. Federal retention instructions ——— e . yeaTs.
Attach copy or excert of laws or regulations. Explain administrative need.
16. Approved Disposilion Instrucnons Thes agency recommends that 1he hle series he rut ufl—at the er{d‘c:f';nﬁch T T T
i) Catendtar Year, B0 FiscarYear; LVOWer ___ . . then,
[XHold in the current filesarea ____ .. . _monthisl . 2_ _____ yearls); then

These instructions apply to all prior and tuture accumulations ol the senies o o - s

(Imllrdte tnefly r.nmnd!e fo u-(.ummﬂml‘num', Shiwe{os wiite nhinmndl remarks):

17.

~_APPROVALS

dcords Man

T

) F_A';T'r'a' od  Legal [

Approvagh

Approvad ) ZZartmant of Archwes agd Hist Hmow

_[2~4%-7, 8’

Date

!99;':9'"? f Date / [, Approved T TMARTAT Manaqement Advlsorv Commitias




